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REV. 7/lf 

DEPARTMENT OF GENERAL SERVICES 
Records Management Division ' 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
NO M-39 

PACE 

1 of 1 

City of Greenbelt Planning 

Item 
No. Deter ipt ion Retention 

2. 

3. 

4. 

The Planning and Development Division includes both 
the planning of city projects -and facilities. It 
also deals with new development taking place and 
the inspection of work being done. 

TYPE OF RECORD 

Construction Permits .. . . 

Bids 

Zoning Applications/Petitions 

Blueprints 

Greenbriar Condo correspondence 

Schedule Aeemved by Oeeertewnt, 
Agency, or DlvUlon Reereeentetlve 

Dir. of Admit 
1 Services 

Title 

Schedule Awlheriiedty 

1. Retain for 5 years . 
after construction 
completed, then destroy] 

2. Same as item 1. 

3. Same as item 1. 

4. Permanent. Transfer 
periodically to State ' 
Archives. 

5. Same as item 1. 



Ra cords Management Divis ion 

A GIN CI RECORDS 1SVZNT0RT Page No. 
o f 

1. • Department 

City of Greenbelt 

2. Divis ion 

3. Unit 
General Government 

Planning 

Record Ser ies and T i t l e : (Def. A group o f records riled as 
aay be transferred or disposed of as * un i t . ) 

a "unit, used as A un i t , and lrhic: 

Permits 

Descr ipt ion: (Give a br i e f description of a typica l fo lder j include content, purpose, and 
form nsjne(s) and nuznber.(B). 

Construction Permits -• 

These are permits issued for a wide variety of construction projects 
which include various streets, construction and renovation of municipal 
building, Center Mall, Fire House Addition, B/W Parkway overpass, Golden 
Triangle, Greenway Center, North Springhill Lake, etc. 

fNotff: TTse a S »parat* ArrvmrttnTv nhmmt fnr- mjsrh TVrnrH Sm~* me.) 
5. Present Volume on Hand (No. of f i l e drawers) 

5 
6, Estimated Accumulation (Tearly ) 

1/2 

7» Audit Requirements 
State CU 
Federal I / - j l n t e m a l £Z7 
Independent „ x , •, 

'External EST 
b. Estimated A c t i v i t y p « r F i l e Drawer: (Ac t i v i t y Guide- HIGH (used d a i l y ) j KZDIUM (once/twice 

monthly)} LOW ( l ess than once aonth ly ) , ) 
Current Tear H M L 
A f t e r 1, I r , H M L Af ter uhat year does a c t i v i t y bacoae LOW 3 

9, Could Record Series be stored in the State 
Records C«nter, 

IES / 7 BO /xT7 

When: 

10, Recosnended Retention: 

Retain for 5 years after construction 
then destroy. 

Inventory prepared by C. R. Prybyl 
(Print Naae) 

Datcx 

Telirphosa Eisaber: 301-474-8052 
DGS-S4-10 1/KL 



SE3~-nsxicu^^iactxh oJl V i s i o n 

. AGENCT RECORDS JHVEKTORT Page No, 
o f _ 

1.- Departnent . • 2. Div is ion 
General Government 

City of Greenbelt 3. Unit • * 
3. 

Planning 

k* Record Ser ies and T i t l e : (Def. A group of records f i l e d as a unit , used as a un i t , and vh ic 
m.j be transferred or disposed o f as & un i t . ) ' 

Bids/Blueprints 

Descript ionj (Give a br i e f description of a typical fo lder j include content, purpose, and 
form name(s) and nunber.(s). 

Bids -

These consist of instruction to bidders and copies of the bids. 

5. Present Volvae cn Hand (No. of f i l e drawers) 
4 

6. Estimated Accumulation (Tearly) 
1/2 

7. Audit Reauimaents 
State CZI 
yederaGL r~! - j lnteraal £3 
Independent •- X , , 

^External xCT" 
6. Estiaated A c t i v i t y p « r F i l e Drawer: (Ac t i v i ty Guide- HIGH (used d a i l y ) j KZDIUM (once/twice 

monthly)} JjQW ( l e ss than once asonthly), ) 
Current Tear H X L 
A f t e r 1. T r , H M L i f i e r nhat y »ar docs a c t i v i t y beeooe LOW 3 

5. Could Record Series be stored in the State 
Records Center. 

T2S / 7 BO /T77 

When: 

10. Recossaended Retention: 

Ret.ain for 5 years then destroy. 

Inventory prepared by C. R. Prybyl 
(Print Kane) 

Dtto : 

Telaphosa Susbcr: 301-474-8052 
EGS-E4-10 0/81 



AGENCT RECORDS EJVMTORT Page No, 
o f _ 

1. * Departraent 

City of Greenbelt 

2, Divis ion 

3. Unit 
General Government 

Planning 

Record Ser ies and T i t l e : (Def. A group o f records f i l e d as a uni t , used as a un i t , and nhic 
aay be transferred or disposed of as a un i t . ) ' 

' Zoning 

Descr ipt ion: (Give a b r i e f description of a typica l fo lder j include content, purpose, and 
form name(s) and nvmber.(s). 

Zoning Applications/Petitions -' 

These are requests for zoning and correspondence relating to 
various zoning issues. • -

5« Present Yoluae cn Hand (No. of f i l e drawers) 
4 

6. Estimated Accumulation (Tearly) 
1/4 

7. Audit Reouirements 
State £ Z J 
Federal ; / - r ln temal t 7 
Independent ,. X , , 

"•External ZEST 
o . Estimated Ac t i v i t y per f i l e Drawer: (Ac t i v i t y Guide- EIGH (used d a i l y ) ; KZDIUM (once/twice 

iBonthly)j LOW ( l ess than once aonth ly ) , ) 
Current Tear E M I 
A f t e r 1. T r . H M L l T i e r uhat y »ar does a c t i v i t y b«cooe LDV 3 

9 . Could Record Series be stored in the State 10, Recoisaended Retention: 
Records Center, 

rss / 7 BO r&n Retain for 5 years -then destroy. 

Waen: 

11 • Inventory prepared by C. R. Prybyl 

Tel*phora Husbcr: 301-474-8052 
DGS-S4-10 1/81 



AGENCT RECORDS IHVXHTORT Page No. 
of _ 

1. - Departnent 

City of Greenbelt 

2. Division 

3. Unit 
General Government 

Planning 

lu Record. Series and Title: (Def. A group of records filed as a unit, used as-a unit, and "jrhic 
Bay be transferred or disposed of as a unit.) ' 

Bids/Blueprints 

Description: (Give a brief description of a typical folder; include content, purpose, and 
form name(s) and nuober.(s). 

Blueprints -

These are for various projects in the City 

££1 a s e p a r a t e inventory ght»°t fn-r 
5. Present Volume on Hand (No. of file drawers) 

3 
6. Estimated Accusulatioa (Tearly) 

1/2 

7. Audit Requirements 
State I—T 
yederal )—/ - .-Internal / J 
Independent - X . [ 

rtemal £2T 
6. Estimated Activity psr file Drawer: (Activity Guide- EIGH (used daily); KZDIT2M (once/twice 

monthly); LOW (less than onc« aonthly), ) 
Current Tear H M L 
After 1. i r , H M L After *hat j**x does activity become LOV 3 

5. Could Record Series be stored in the State 10, Recossaended Retention: 
Records Center. * 

TES / 7 BO Retain permanently.' 

Vhen: 
• 

LI. Irrrentory prepared by C. R. Prybyl Dtte : 
(Print Haae) 

Teltphosa Eusbcr: 301-474-8052 
DGS-E4-10 1/Bl 



AGENCT RECORDS IHVMTORT ' Page No. 

1. "Departraent . • 2. Div is ion 

City of Greenbelt 
3. 

• General Government 
Unit 

ft Planning 

k* Record Ser ies and T i t l e : (Def. Jl group o f records f i l e d as a uni t , used as a un i t , and vh ic 
laay be transferred or disposed of as a un i t . ) ' 

Greenbriar Condo 

Descr ipt ion: (Give a b r i e f description of a typica l f o lder ; include content, purpose, and 
form nauie(s) and nunber.(s). 

Various reports -

These are a variety of reports relating to the construction of the 
Greenbriar Condos and contain sewage treatment plan, easement, 
pumping station, inspections-, and other type of correspondence. 

... ... (Note? fTs^ a s^ara-be ^^v^torv «hi»»t for 
5. Present Yoluae on Hand (No, of f i l e drawers) 

2 
6. Estimated Accumulation ( I ea r l y ) 

0 

7« Audit Reouiremenl 
State £ Z 7 
federal £ZL ' i 
Independent _X— 

•Internal JZJ 

'External 
o . Estimated A c t i v i t y per F i l e Drawer: (Ac t i v i ty Guide- EIGH (used da i l y ) j MEDIUM (once/twice 

Kcnthly) j LOW ( l e ss than once Bonthly), ) 
Current Taar E M I 
A f t e r 1. I r , B M L A f t « r Tthat y »ar does activity become LOW 3 

9, Could Record Series be stored in the State 
Records Center. 

TES / 7 BO )wi 

\ihen: 

10, Recossaended Retention: ^ 

R E T * « J F O R 5 - 7 ^ S T H e ^ ffi*$$0 

Destroy ^ J l*^o j&\ 

• 

* Inventory prepared by C. R. Prybyl Dtto: V - / - $ 9 
\ (Print Haae) 

Tel«phona Susber: 301-474-8052 
DGS-H4-10 0/61 

file:///ihen

